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UWlTi-t! STATES CIVIL SERVICE COMMISSION 

JT K J'Vp ’1 /T ^ P^RSONNCL MANUAL S. I U I Uty\ ^ 

V ■/ 

LETTER- A! 

Washington, u.h. . 

2-VM LETTER tO. 713-26 May 23 , 

vm::.?TT: h 3 r in': and Developing Low-Skilled and Disadvantaged Person 

in the Federal Service (Worker -Trainee Opportunities) 

Heads of Departments and Independent Establishments: 


1 , CSC Bulletin No. 713-31, dated April 27, 1973, subject as above 
is scheduled to expire June 30, 1974. 

o r r h i is to alert agencies that the instructions in CSC Bullet:* 

Co 713-31 will continue to be applicable pending the issuance or. 
definitive PPM guidance. The Bulletin is to be used in confine .rot 
W j th t'PH Letter 713-22, dated October f 19/u, subject.^ Eead 
Employment Opportunity Plans, which provides, as a continuing re- 
<n,Wv>nt, that agencies filing affirmative action plans will 
include a copy of their Worker-Trainee Opportunities plans P*ep<u.e, 
ia accordance with requirements xn CSC Bulletin no. 7.J — 

/A f P 

Bernard -kosen 
Executive Director 



Approved For Release 2000/08/30 : CIA-RDP81 -00261 R000500080069-8 

V' :; ; DM ' » ‘.Oi 


713 



sous 

1974 



v\ \) 


ADVANCE EDITION 4/17/73 

^ .Improved For Release 2000/08/30 : CIA-RDP81 -00261 R000500080069-8n n. NO. 713- 31 

m.ifirr: r*r\ M » \ I C C< Cl VJ 


UNITED STATES CIVIL SERVICE COMMISSION 

BULLETIN 


EULLET!iU'sO. 713-31 


Washington, D.C . 20J/.15 
April 27, 1973 


SUBJECT: Hiring and Developing Low-Skilled and Disadvantaged Persons m 
the Federal Service (Worker-Trainee Opportunities) 


Heads of Agencies and Independent Establishments: 

Action date: In accordance vith 
National and. Regional EEO Plan 
Submissions Csee Btn. 713-25) 


>A-’ 


background 

1 Since 1968, Federal agencies have effectively used the Worker- '-trainee 
Examination to fill vacancies at the lowest levels of Federal .employment, 
^with low-skilled and disadvantaged persons. These Worker- Trainees nave 
proven to be productive employees to the agencies that hired them ana 
many have demonstrated potential for higher level jobs. Beginning m 97 , 
Federal agencies used funds available from the Department of Labor s ^^lic 
Service Careers Program to give developmental opportunities to tneir Joiker- 
Trainees. Through participation in this program, agencies have grea .j 
improved their ability to apply systematic employee development, including 
orientation, assessment of skills and needs, career counseling, training, 
and trained supervision to entry level employees. 

2. In his memoranda of August 8, 1969 to the heads of Departments and 
Agencies on Equal Employment Opportunity, President Nixon emphasized the 
need for such programs and directed Federal agencies to give. special 
attention to efforts to hire and train the low-skilled and disadvantaged: 

*'In addition to assuring equal employment opportunity no all persons, 
the Government, as a responsible employer, must do its part along wi a 
other employers to provide special employment and training programs ° 
those who are economically or educationally disadvantaged. We mustjiold 
out a helping hand and imaginatively use the facilities cf the Govern- 
ment to prepare such persons for useful and productive enploymen . 

Furthermore, Public Law 92-261 requires agencies to provide training and 
education programs designed to give a maximum opportunity to employees uo 



njomni'-c Office of Federal Equal Employment Opportunity, Code 101 
MCUIRIcS. ^^ion 26256, or 63-26256 

CODE: 713, Equal Employment Opportunity 


E'JLLETM EXt'IRES 


or Rrfilfse ° 4 


fy A Uon 


limited) 
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advance in order to ™“t their full exianf developaLtal 

at the lowest grade levels, reuci fa erTOloye es by incorporating 

regular Rework of .operational . 

personnel management. 

, pnn>e careers Program (PSC) experience the 
3 . Building on the Public Servi utilize the best elements 

Civil Service Commission has J"® ° p d el opre nt al opportunities for old 
in PSC in providing more selected from the 

Worker-Trainee employees. Und ^ . t of two job categories: 

Worker-Trainee Examination vill ^a^placed^nto one_of career 

( 1 ) regular job a ssignmen . s t al job assignments which involve more 

guidance services , and (2) ^ e ^f^ntal expediences that lead to tar- 
specific types of or atQve> ^ Commission will authorize 

feilfngl-mptfons to’agencks for persons placed in this latter group. 
PURPOSE 

^s^flianf^ 

disadvantaged persons. Specifically this Bulletin. 

. Sets agency requirements for initial development of all new Worker- 
Trainees. 

- s;=Lrs'=r»s,s“.f r ,;£X“”s.« 

potential to perform higher level work. 

. Provides agencies with technical guidance 
entry development program plans undex the 

: Informs agencies of the kinds of program assistance available from the 

Civil service Coircnission regional and area offices. 

AGENCY REQUIREMENTS 

5 . In their continuing efforts to hire and develop low-skilled and dis- 
advantaged persons agencies will. 

Plan and budget for essential resources. 

„ Recruit from the Worker-Trainee register er utilise the Veterans Be- 
t,Ji /adjustment Appointment (VRA) authority. 

- "select and place employees in either regular jobs or developmental jobs 
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hSe'rTevel positions . 

Evaluate their efforts to tire and develop filled «* disedvsnta.ed 
persons. 

j- v.po oViin?' established goal—* 

Report achievements in reacnmg 

3TATIHIHG AND BJDG ETIKG . 

Agency planning and budgeting nill te Commission (CSC) 

sirr ^r^osrr^t in *«— . *• 

"lyse pest biting trends ^ ^ 

- eSS level jobs those t*«, *«.» » thw * t0 higher level post- 
positions or can vith reasonable the greatest upward mobility 
lions (developmental jobs ) offer the gre 

opportunities . 

f fi t linK both the regular and developmental 
Develop staffing plans for filling dop 

^ -p—y, Vi i ri ns and developing 

r 0 fe n the a fo^t level in the Federal career service. (low 

disadvantaged persons . ) 

recruitment n . ^ T ,. ino3 

+Vi 0 r , vil service Commission Worker-Tram- 
/j. Agencies will recruit from authority. The Commission, when 

^Examination 'register or use program, including positive outie 

“cessary, will conduct » ^'^Hgenis of the target population, 
nativities where needed ro rea^n utilize the assistance o± local 

^ch efforts will he coordinated with and^UI State Employment 

community resources (The -Concentrated on persons who have 

Service, Community A ^;°^ t teTmanpower programs (Neighborhood Youm Corps, 
"rS^^portuSitiea Industrialisation Centers, , «*•>• 


! \ 


lection an d PfACErTiirr 

Selection will be made from the 

Lgibles. Appointments f 5™ ^fSll be min in accordance with the 
terans Readjustment Appo-n -merit- wi 
■ovisions of the VRA program. 
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Placement in developmental jobs and regular jobs from the Worker- Trainee 
Placemen, in 1 irktial appointment or as an alternative, 

tt/Jv aelayk^oLent into the developmental jobs until the com- 
agendo. may del y I- QCC -„. npTlt v hich should be accomplished within 

pletion of the individual asse» 0 mentt*ich ® ffiust be - mie 

30 days of the appointment. If placements a.e aeiuyea, y 
within the agencies' existing merit promotion programs. 

regular job opportunities 

q Arencies will provide Worker-Trainee employees placed in regular jobs, 

9 . A gene 1 - • their abilities, allow them to develop self-con- 

fW^rl lSeVS accompli srm..ent to the mission of their organisation 
SdTelp thS recognize the importance of «oo* work performance. Kevlar 
job appointments will include: 

Orientation as a structured program designed to explain work duties, 
responsibilities and benefits; describe the emvironmen o wor ^ 
define tne agency's and the work unit's mission to new Worker- Trainees . 

- A systematic appraisal of both work skills and knowledges, attitudes 
and basic educational skills and knowledges as -hey relate to the work 
career. This assessment will form the basis for determining the train- 
in R n-eds of all appointments from the Worker-Trainee list lrrespectrv 
S tSe t^pe of entry job they are placed in. The employee's supervisor, 
assignee frS> the personnel office, will generally make this 

assessment. 

Career counseling services will be provided for 3 ^ ^^^p^giscuss 
pmlnvpe c on a regular basis. Counselors and employees will discuss 

W 0 ?k performance, developmental progress, career development opportun- 
i ties and work related personnel problems in an ef f 01 - to assis 
employees, supervisors and managers in meeting the requirements of 

- this plan. 

TVs i nine: experiences, on-the-job and/or formal, will be provided all 
' recular^Worker-Trainee’ emblbyees" according to their needs giving them 

thf skills and knowledges” needed to perfom in their present job and 
potential jobs in the future. 

DEVEL OPMENTAL JOB -OPPORTUNITIES 

10. Ceiling relief will be granted only for those persons placed in develop- 
mental jobs . For this group, agencies will: 

TflMrMfv entrv developmental jobs. The target positions will generally 
‘ “Vt^abolfX GS-2 level which have been identi t i* saving 
the greatest upward mobility potential. Tnese jobs iwil. norm. y 
provide entry into occupations with higher career ladder.. 
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Develop individual career plans vhich include qualification require- 
ments for target positions (in terms of skills and knowledges usea ) 
career ladders and operational plans to meet these requirements. 

Provide work experience with a mixture of the kinds of tasks associated 
with the present position and the kinds associated with the target 
position or higher position in the career ladder. - 

Provide training especially designed to help the employee meet uhe 
specif i c qualification requirements of the target job and higher 
positions in the career ladder. 


EVALUATION 

11. Agencies will issue guidelines on planning, implementing, and evalua- 
ting progress. The evaluation should include specific requirements relat- 
ing to the number of developmental jobs identified, trainee progress, and 
program administration. 

CEILDIG EXEMPTIONS : VV 

12. Ceiling exemptions will be granted on the basis of career development 

opportunities given those trainees in developmental jobs. The ceiling 
relief will be applied as follows: . ' • 

- Trainees hired through Worker- Trainee Examination or under TOA authority 
aS placed in developmental Jobs will not be charged to agency personnel 
ceilings for a twelve month period. , 

The ceiling exemption will generally be retained by the individual 
Worker- Trainee throughout the first twelve months of Federal employment 
regardless of promotions. 

nmnlfl a Worker-Trainee resign or be released by his agency, his ceiling 
' Option wS refert to Agency's allocation to be applied to another 
individual hired under this program. • j ' 

REPORTING REQUIREMENTS - ^ 

iq Agencies will furnish the Civil Service Commission -with reports in 
accordance with Attachments A and B to this Bulletin. Modified instruct- 
ions for filling out SF-163 are included. Reporting requirements .or . 
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i p-i 1 p fCPDF) and requirements for reporting 

“ — * » the SI "- 113 serios 

*U?te issued it) . UX» Bulletin. 

r, t 

CSC RESPONSIBILITIES 

*. The Civil Service Cohesion. 

agency plane to hire and develop dread b assisting agencies in 

evaluating agency effortsfand for reporting to the President 

planning and federal progress in hiring and developing 

and the Congress on overall 1 

disadvantaged and low-skilled persons. 

SUBMISSION AND APPROVAL 

_ . • .hit review and approve agency plans in 

15 . The Civil Service Commission v a aietin and in CSC Bulletin No. 

accordance with the requirements of this . relief till he mode 

713-25- Slrifeir ® PlanTuhmissions using the format shown x» 

hy agencies as part ox unexi ^ 

Attachment A: 

. National EE0 plans should indicate the information on a cumulative basis 
for nationwide participation. 

- Eegional EE0 plans ^“^“^“red 6 ' b^thf 
tional segment of the agency 

submitted. 

NOTE: Agencies which are schedui ed to^ub: ^^mSsion f ?ortrelr°S-T‘f 0 
plans hy May 1, 1973, *®y ^ ^ d addit ional time for planning 

participation in this proB™^ not be extended beyond 

and budget purposes. Such del y riissionS will follow the schedule 

August 1, 1973. Thereafter, all 1Y suhmissio 

.'for EEO Plan submissions. 

TECHNICAL ASSISTANCE 

• • nil n-mvide aeencies with continuing 

16. The Civil Service Commission will P ® under this plan through 

assistance on hiring and develop Representatives in Civil Service 

Commission'^Bogional^off ioes^and. «r CSC staff in area offices through- 

out the country. 
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An Operations Manual will be issued for agency use in developing and 
implementing their plan, to hire and develop low-skilled persons. The 
manual will include sections on orientation and assessment, . career * 
counseling, basic education, supervisory training and appraisals, evalua- *■ 
tion and other developmental activities and support services. 

MONITORING AND EVALUATION ' ' 

17. The Civil Service Commission wi.ll monitor agency activities under this 
plan to assure that the requirements set forth in this Bulletin are met. 

This will be accomplished through a review of agency reports .and through 
periodic visits to agency installations. Monitoring activities will be 
combined with technical assistance to help participating agencies overcome 
any problems in program operation that may arise. In addition, agency pro- 
grams are subject to review- by the Commission through the regular personnel 
management evaluation process and through special reviews of equal employ- 
ment opportunity. The Operations Manual referred to in paragraph 16 will 
include guidelines for agency self-evaluation. 

REPORTS TO- THE PRESIDENT AND THE CONGRESS 

18. Semi-annually, the Commission will report on Government-wide progress 
within the context of its required report on EEO in the Federal service. 



Executive Director 


Attachment 
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Attachment 1 to Btn. No. 713- 31 


FORMAT FOR INDIVIDUAL AGENCY PLAN 


I nstruction 

1. This plan format applies only to your agency’s effort to hire and 
train Worker- Trainees and disadvantaged persons in accordance vith 
guidelines contained in this Bulletin. 

2. Your national and regional plans should cover the period specified 
for your agency and should he submitted as part of your EnO plan in 
accordance vith the timetable and forwarding instructions contained in 
CSC Bulletin 713-25, dated July 31 > 1972. 

NOTE: Agencies which are scheduled to submit their FY-7^ national EEO 
plans by May 1, 1973, may make a separate submission for FY-7^ participa- 
tion in this program if they need additional time for planning and budget 
purposes. Such delays should not extend beyond August 1, 1973- Thereafter, 
all FY submissions will follow the schedule for EEO Plan submissions-. 


A. PLAN SUMMARY 

1. Department or Agency , __i 

2. EEO Director/Off ieer/ Coordinator 

Name: 

Address: ■ 

Telephone Number: 

3. Agency Goals •; • 

* ♦ 

a. Total number of Worker- Trainees agency plans to hire. 


pp- 

B. Number of regular jobs into w r hich Worker-Trainees will 
be placed: ______________ 

c. Number Of developments 1 jobs into which Worker- Trainees will 
be placed: __ 
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4. Job Identification 

(List specific jobs for which Worker-Trainees will be hired and for 
persons placed in developmental jobs give target jobs for which they 
can be trained.) . ' . . 


1 REGULAR JOES 

NUMBER OF TEA IISES 

JOB TITLE 


SERIES 

GRADE 



■ 



DEVELOFMEilTAL JOBS i 

i 

NUMBER OF JOBS 

ENTRY JOB* 

TARGET JOB* 

rr— — 


i 


* For developmental jobs, please give job title, grade and series. 

i i 


5- Assessment of Training Needs 

(Describe here how you plan to assess Worker-Trainees to identify 
their training and developmental needs.) 
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6 • Devel onipenta 1 Job Program 


(For each developmental job listed in 4-b above, des 
training experiences (formal and on«the-job) end the 
activities you plan to .offer.) 


ighate the 
developmental 


7- 


Agency 


Re s ourc es and Plan Implementation : 


(For each of the followin 
statement describing what 
its duration, and specify 


s essential elements, provide a brief * 
will happen, how it will be accomplished 
the agency operational unit responsible. 


) 


a . Orientation 

b. Counseling and Advisory Services . 

c . Supervisory Training ■ , ... 

t f 

d. Skills Training 

* 

e. Basic Education 

e. Support. Services (transportation, medical, dental, and child 
care as appropriate.) 


8. Te chnical Assistance 

(Beyond existing or planned agency resources, describe here the kma 
of technical assistance you would require.) 
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Reporting on the Standard Form 163 


„ oM , tr „ ir , pe enrol led in the WTO developmental jobs plan, a Standard 

Record ’" be c T, letod on ,.T e 0 l iT ^ y 

L this form is contained quertions will 

Action (SF }0), ana. \-i-t enrolled under 

require asking the trainee for information. All trainees enrolled u. . 

this portion of the WTO plan should he reported. 

-; MC+7 ^ 1P tions for filling out the form are printed on the reverse 
side^o^the form. Attention should be paid the following items to insure 

they are correct: 


1 . 


3- 


Block 2. The agency designation should me lud ' not for 

The address should be for tne duty station ofth ^ino 
the headquarters or regional office originating the form. 

Plan codes will be issued by the Civil Service Commission Regional 
Office having jurisdiction over the agency plan for * f r ^ e * t 
installation. This code number must appea, on all Forms 1 3 

to the CSC. 

■Rinr-v Q Please note that veteran preference does not always have 

! ? 9 ,‘ -Sf Therefore it is possible that "Vietnam Era Veteran 
"to Ids cla imea. . ’ *wt 11 t-p tbp tfsinss b.as a 

, "Voo " Tjhile the first item is No. 11 vtie uidinee 

“Cans Readjustment Authority (TOO appointment, "Vietnam hra 
Veteran" must be "Yes.’ 

Blocks 11 and 12. Hesse use the standard oceupationeode 

with leading zeros if needed -ample ^» {ln 

as #322, not Go-322, 322W, °£ ’ postal Service enrollees 

and cents) are needed for all Wage Syst-u ana 

For General Schedule employees, omit the hourly ea^nin^s a 

Pnv Sv^ terns are to be reported according to the lis cn. 1<-Y "w 

In ^“supplement 296 - 31 .. Show only the grade, not the step. 

For example: C-S 01, WG 01. 

The personnel specialist filling out the form 1 (^e ftof ^ 

address and telephone number, and forward the CSC Co P /-l (vh_tej 


4. 


U. « 


Do Civil Service Commission 
Bureau of Manpower Information Systems 
1900 E Street, il. W. 

Washington, D. C- 20415 


(WTO) 


(or, for inter-office mail. Stop 


?2T) 
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The remaining two copies will be retained in the trainee's servicing person- 
nel office until the trainee leaves the plan. At that time the personnel 
specialist will .complete Blocks 13 through 15 and the remaining preparation 
block, and forward the CSC Copy- 2 (yellow) to the Commission at the above 
address. Only original copies will be accepted by the CSC. Copies ^ (Xerox 
or otherwise) of the forms are not acceptable and will be returned for re- 
submission. The trainee is considered to have completed the plan at the 
end of one year or when the trainee achieves the target position, whiche\ei 

comes first. 


Standard Forms 1(5 3 will be available in the Federal Supply Service Syouem 
in late Spring of 1973- Agencies may order the form through General Services 
Administration on the FEDSTRIP/MILSTRIP procedure. 


Information recorded on this form will be used for research pio<jccts by 
the Commission and to provide demographic information for assessment of the 
program for the President, Congress, Office of Management and Budget, and 
other concerned agencies. 


REPORTING CHANGES AND 7 AMENDMENT S 

Corrections and amendments to previously submitted forms should oe submitted 
to CSC by the normal submission channels outlined above. The correction 
form (use a regular SF 163 ) should be labelled "CORRECTION COPT at the top 
of the form, just below the title. Blocks 1 through 5 must be filled out 
regardless of the correction made. Show the correct data in the proper 
block, underlined or circled. Because Blocks 3-5 are i control neld^, the 
erroneous data is also needed to identify the proper record in the file. 

If a correction is made in Blocks 3~5 > list the Block number and original 
(erroneous) entry in the Comment space in Block la* 
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Trainee Enrollment Record 


2 A. ( h'ur CSC U nt' ) 


1. NAME OF EMPLOYEE U-H*t. Firtt. Middle Initial) 


2. ADDRESS OF DUTY STATION 1 Dept. r>r Avency. Bureau. locution) 


3. SOCIAL SECURITY ACCOUNT NO. 4. FLAN CODE 


5. DATE OF BIRTH 


6. DATE ENROLLED 


6. MARITAL STATUS 


□ iM n* F a 1 Single £j| 2 Married Q 3 Other 


Month Dan Ytar Month Dan Y ear 


9. VETERANS INFORMATION 
IV * A'o 


10. HIGHEST LEVEL OF EDUCATION 


□ 1 □ 2 Veteran Preference □ 1 Some gTade school 

Claimed 

□ 1 □ 2 Vietnam Era Veteran □ 2 Completed 8th grade 


j | 4 Graduated from high school 
□ 5 Technical Training 


□ 1 □ 2 VRA Appointment 3 Some high school but did not Q] 6 Advanced study beyond high school 

graduate 


11. ENTRANCE POSITION 


12. TARGET POSITION 


Occupational Series 


Pay System 
and Grade 


Hourly Earnings 

{Wage Sits. & Foetal) 


Occupational Series 

Pay System 
and Grade 


Hourly Earnings 

(M'tlpfi StjA. & Paatat) 


13. DATE ENROLLCE LEAVES PLAN 


Month Dan lVa r 


15. CHECK REASON FOR LEAVING PROGRAM 


AS TARGET POSITION ACHIEVED? 


f~~] 01 Completed Program — Target achieved 

□ 02 Completed Program — Promotion pending 

□ 03 Completed Program — Promotion deferred 

□ 0-1 Satisfactory Change in Employment (Government) 

[ | 05 Satisfactory Change in Employment (Non-Govemment) 

□ 0G Military . 

□ 07 Return to School 
Comment : 


□ 1 Yes Q a No 


rj OS Disciplinary 
| | 09 Unsatisfactory' Performance 
Q 10 Did not Like Job 

Illness or Physical Disability 
[ | 12 Moved * 

Q 13 Family or Child Care 
[ | 14 Transportation Problems 
j | 15 Death of Trainee 
[ | 16 Other ( Explain ) 


PREPARED DY (Per tonntl Specialist) ; 


AGENCY/ORGAN I ZATI ON/TELEPHONE NUMBER 
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Instructions lor Completing WTO Enrollment Record 


This form collects tat* too on trainees enrolled in the 
lV TO t inn Many questions can b. answered by reforms 
, wince’s Si 50 or svorler-trainee appheatton. Items 
twTlZ must be completed and signed by the appro- 
crime ^personnel specialist on the date d.e trainee entm 
m prSL. Eorwartl the (wlutc) CSC eopy to: US. 

rfol Sfocc Commission, Bureau o( Manpower Informa- 
Civil “Crvic iq00 E Street NW, Washington, 

n? 2M15 The remaining two copies will be retained in 
Se a™ pJlnnel off, cl Items 13 through 15 must be 

completed ZSSJZ U«> 

blue copy will be retained by the agency. 

TO PE COMPU-TED AT TUE EMPLOYEE ENTERS WTO PUN 

I lcm 1 — Enter tire name of employee: Last name, first 
name, middle initial (if any ) . 

•», 9— Enter die duty station address of the Department 
or" Ly Xh employs the WTO trainee, ineludmg bn- 
reau-level organization if applicable. 

Item 3 — Enter trainee’s social security account numbe 
(each number must have 9 digits) . 

Itcm 4 — Enter the 7-digit Agreement Code as it appears 
on tire approved Agency pian. 

I tcm 5 — Ent ;r the 6 digits_of tliemonth^day, and year of 
birth of the trainee (e.g. _07_ ) • 

Item 6 — Enter the 6 digits showing month, day, and year 
the trainee was enrolled (e.g. _08_ J__ — _ ‘ 

Item 7 — Check appropriate box for sex. 

Item 8 — Check appropriate box for marital status. Check 
one status only. Check “Single” if the cnrollee has never 
married. Check "Married” if cnrollee ,s =«4 ragam ess 
of whether spouse is present m same household Cnee 
“Other” if cnrollee is widowed, divorced, or lega > - C P 
arated from s’oouse. 


y q Tf the cnrollee claims Veteran Preference, check 
Item 9— 11 trie enrom - ,. v » vr cnrollee 

“Yes” for that line, otherwise check No. E the entode 

was on active military duty' on or after August- \, j- » _ .. 
check “Yes” for Vietnam Era Veteran (regardless of w. -th- 
“t no, Veteran Preference b claimed) . 

“No” If the cnrollee has been appointed under t..c \ - 

Readjustment Authority, check “Yes" for tha, lure, o.her- 

wise check ‘ No. 

Item 10 — Check the one box indicating enrolled highest 
level of education. 

Lem II — Enter the standard CSC Occupational! Series 
code number which covers the occupation of each cnro... 
when he enters the plan. If the occupation .a*el« 
collar series, enter the number as a 5-d.gt, code » the 
first 2 digits indicating the occupationa. family and th- k 
3"he occupation number (e.g., for Trainee the se.res eo e 
is *35006 ). If the occupation is m ue whue-colL • - » 

cnterTTas a 4-digit number, with leading*^ or zeros 
(e.g., for Clerk-Typist the series code is 00322 )• I no. cate 
n the space provided the pay systemand grade of u 
enmllce’s P posi!ion (e.g. GSM or WGm ), and for tih 
Wage System and Postal Service employ snow the n ■ ) 
earnings in dollars and cents ($2.10 *s 210_ )• 

- Item 12-Enter the standard CSC Occupational Scries 
number for the target or goal poshipn, inthe same manner 
as stated in Lem 11. In the space provtded, m*ca.e the , .J, 
sv'tcm and grade of the target position, and for a - b. 
mm Tnd Postal Service employees, the ant, e, pared hourly 

earnings. 

TO BE COMPLETED AT THE TIME EHROLLEE 
LEAVES WTO PLAN 

Lem 13 — Enter the month, day, and year when the ^nrollce . 
leaves or completes the WTO plan. V* 6 dtgt.s (e.g., Jan. 
31, 1974 is entered as _01_ _31_ J_L ' ’ 

Itcin 14 — If occupational target as stated in Item 12 (equal 
^higher goal) is achieved, check “Yes” otherwise check 

Item 15 — Check the applicable block which corresponds 
to the main reason the cnrollee is leaving the plan. G. 
additional explanation or relevant comments in the space 

provided. 
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